














Integrity Policy 
and

Procedures

in·teg·ri·ty  [in-teg-ri-tee]  - noun

• adherence to moral and ethical 
principles; soundness of moral 
character; honesty. 

• the state of being whole, entire, 
or undiminished: to preserve the 
integrity of the empire. 



If it is not right, do not do it. 

If it is not true, do not say it.
Marcus Aurelius
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Municipal Emergency Services, Inc.

Statement of Integrity

The value of Municipal Emergency Services, Inc is built on the trust 
our customers have in our people, our services and on our ability 
to properly manage each business transaction. The most important 
thing we have is our reputation for high standards and integrity 
in everything that we do for our customers. Integrity is the rock 
upon which our success must be built. Customers and suppliers 
must know that MES will always conduct business in a forthright 
and honest manner. A single lapse of integrity can damage the 
reputation of the company not only locally, but in every market we 
serve. Our commitment to integrity will determine our future and is 
the cornerstone of our ability to be excellent competitors.

I ask every employee of Municipal Emergency Services, Inc. to 
commit to the following code of conduct:

 • Obey all laws and regulations governing our business 
conduct

 • Avoid all conflicts of interest between your work and your 
personal affairs

 • Be honest, fair and trustworthy in all of your customer and 
supplier relationships

 • Embrace an atmosphere of equal opportunity where 
everyone is welcome in the MES family

 • Create a safe workplace and ensure we protect the 
environment

 • Through leadership at all levels, sustain a culture where 
ethical conduct is recognized, valued and exemplified by all 
employees

Guiding our ethical commitment is a set of policies on key integrity 
issues. All MES employees will be expected to understand and 
comply with these policies.  Not only both to the letter of the 
policy, but also to comply with the spirit that drives the need for 
these policies. It is every employee’s duty to ensure we all comply 
with these policies, making the numbers, “my boss told me to”, 
a competitive situation or the loss of a customer is never more 
important than integrity. 



It is every employee’s duty to notify management if they believe 
we are violating our own policies or standards for integrity. If your 
manager is the person violating the policy it is incumbent on the 
employee to notify the President of the company or the Chief 
Financial Officer. Regardless of whom you report a concern to; it is 
the duty of the leadership team to treat your concern with prompt 
care and respect. 

Strategically there is nothing more important to this company than 
our commitment to integrity. Anyone at MES who acts without 
integrity endangers the reputation of the company, our suppliers 
and our ability to provide for our families. Integrity is a commitment 
we must all share together.

Tom Hubregsen
President
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Ethical Business Practices
Supplier Relations

MES relationships with our suppliers will be fair, lawful and efficient. 
The quality of our supplier relationship has a strategic impact on our 
customers and our ability to effectively serve our customers. The 
quality of the products we represent has a direct relationship on the 
perception our customers have of MES. MES also has a special 
responsibility due to the dangerous nature of the work that our 
customers perform, in how we choose suppliers, certify suppliers 
and in the manner in which we represent a supplier. 

Employee Responsibilities:

• Represent product lines that are consistent with the 
directives of MES management

• Discuss any concerns relating to supplier quality, 
certification or ratings that might impact our customers

• Do not represent used products as new

• Do not represent PPE or breathing air products that are 
not NFPA certified without the written approval of the Vice 
President of Marketing

• Do not participate in any supplier promotions, games or 
contests without express approval from MES management

• Do not accept from suppliers any gifts other than those 
of nominal value without written approval of MES 
management  

• Any questions regarding what is nominal should be 
directed to the Vice President of Marketing

• Safeguard any information MES holds as confidential, 
either on our own or by agreement with the supplier

• An MES employee should never share with a supplier any 
information with a competing supplier either directly or 
indirectly regarding:

o Product Cost
o Market Pricing
o Supplier Selections
o MES Supplier Strategies
o In stock products or quantities
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• MES employees are bound by the more detailed employee 
policy regarding Working with Suppliers

• Promptly report:

o Any concerns you might have regarding a MES 
breach of ethical business practices

o A request by an MES employee or a competitor 
to take action that might violate our standards for 
ethical business practices

o Concerns others may have expressed to you 
regarding possible MES violation of our standards 
for ethical business practices
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Ethical Business Practices 
Working with Customers

All MES employees will use ethical practices when selling goods 
and services to our customers. This policy sets forth a set of 
practices that must be followed relating to entertainment, political 
contributions and payments when dealing with our customers. MES 
will not tolerate or involve itself in any business practice that does 
not conform with these practices.

Employee Responsibilities:

• Never make a direct or indirect offer to any customer to 
influence or reward an action

• Specifically includes any payment or offer that would 
constitute either a bribe or kick back

• Business courtesy’s like a gift or offer of entertainment 
should never be offered when the offer might create the 
appearance of an impropriety. 

• Obey the laws of local, state and the federal government in 
areas related to this policy

• Political contributions by MES to local, state or U.S. federal 
candidates may be regulated by US or state law

• Any political contribution to any candidate using MES funds 
must be approved in writing by the President of Municipal 
Emergency Services

• You may provide gifts or entertainment to customers provided;

o It is permitted by law
o It is permitted by the policies and practices of the 

customer entity
o It is within the guidelines of the MES Employee 

Policy regarding Travel and Entertainment

• Seek the advice of management or the Vice President of 
Marketing in any area of concern in appropriate application 
of this policy with any MES customer

• Promptly report:
o Any concerns you might have regarding a MES 

breach of ethical business practices
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o A request by an MES employee or a competitor 
to take action that might violate our standards for 
ethical business practices

o Concerns others may have expressed to you 
regarding possible MES violation of our standards 
for ethical business practices
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Ethical Business Practices Conducting 
Business with the Government

MES must excel as an honest, responsible supplier to government 
agencies. With a large percentage of our overall business being 
conducted with government entities it is paramount that we obey 
both the letter and the spirit of all laws relating to any transaction 
with a government agency.

Employee Responsibilities:

• Adhere to the highest standards of honesty and integrity 
while abiding by all applicable laws

• Ensure reports, certifications, statements and proposals 
made to government agencies are accurate and truthful

• Gifts and entertainment to officials of the US Government 
and often to state and local officials are highly regulated 
and often prohibited

• Do not provide gifts or entertainment unless you have 
determined that they are allowable and appropriate for that 
individual and not prohibited by regulation or law

• Do not sign government contracts or other documents 
without approval or MES established authority

• Promptly report:

o Any concerns you might have regarding a MES 
breach of ethical business practices

o A request by an MES employee or a competitor 
to take action that might violate our standards for 
ethical business practices

o Concerns others may have expressed to you 
regarding possible MES violation of our standards 
for ethical business practices
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Avoiding Conflicts of Interest

MES recognizes and respects the employee’s rights to take part 
in financial, business and outside activities not related to their job. 
However, these activities must be legal and free of conflicts with 
their employment at MES. MES’s resources must not be misused 
and MES’s good name and reputation must not be discredited by 
employees outside activities.

Employee Responsibilities:

• Disclose in writing to your manager any financial interests, 
outside activities or relationships that may present a 
possible conflict of interest

• Obtain approval from your manager before accepting any 
paid position with a non-MES business or entity

• Do not misuse MES property, equipment, facilities or time

• Avoid actions or relationships that might conflict or appear 
to conflict with your job or the interests of MES

• Promptly report:

o Any concerns you might have regarding a potential 
conflict of interest
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Financial Controls and Records

MES is responsible for properly recording, reporting and preserving 
financial information for our lenders and investors. MES must 
maintain detailed records that accurately record the transactions 
of the company and the distribution of company assets. To do 
so effectively and to protect the assets of the company, MES 
maintains a system of internal accounting controls to meet those 
responsibilities. MES record keeping must be consistent and uniform 
for the purposes of managing and measuring the company.

Employee Responsibilities:

• Follow all accounting, reporting and control procedures 
established by the Vice President, Finance or his delegates

• Be accurate, timely and complete in maintaining records 
and preparing reports for management

• Make sure all information is accurate and complete before 
requesting the signature of a document

• Make sure that you have the authority before signing any 
document on behalf of the company

• Before committing MES to any transaction obtain any 
required management approvals

• Do not release any MES financial information without 
proper management approvals

• Protect the security of MES company assets

• Preserve documents and records known to be relevant to 
pending or foreseeable litigation, audits or investigations

• Promptly report:

o Any concerns you might have regarding an issue 
regarding financial controls and records
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Antitrust Laws

MES will operate within the confines of the US antitrust laws. US 
antitrust laws govern the day to day conduct of how MES sets prices, 
purchases and markets product and sells products and services to 
our customers. Every MES employee is responsible for complying 
with antitrust laws and reporting any potential violations to senior 
management. This is every employees concern; a single finding of 
antitrust laws could result in the disbarment of MES as a supplier 
to entities using monies provided through federal government 
agencies.
 
Employee Responsibilities:

• Comply with all state and federal antitrust laws

• Do not propose or enter into any agreements or 
understandings – expresses or implied, written or oral, 
formal or informal with any competitor regarding the 
following aspects of the competition between MES and the 
competitor for sales to third parties:

o Prices

o Terms and conditions of sale

o Decisions to quote or not quote

o Market share

o Product or service offering

o Profit or profit margins

o Sales territories

o Classification or selection of suppliers or customers

• Promptly report:

o Any concerns you might have regarding a MES 
breach of antitrust laws

o A request by an MES employee or a competitor to 
take action that might violate antitrust laws

o Concerns others may have expressed to you 
regarding possible MES violation of antitrust laws
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Fair and Equal  
Employment Opportunity Practices

MES is committed to fair and equal employment opportunities. By 
continuing to extend equal and fair treatment for all employees on 
the basis of merit we will improve our business and provide our 
employee the ability to progress. As a company we will follow all 
federal and state laws in both spirit and to the letter where fair 
employment and equal opportunity are involved.

Employee Responsibilities:

• Use merit, qualifications and other job related criteria as the 
sole basis for all employment related decisions

• Recruit, hire, train, compensate, promote and provide other 
conditions of employment without regard to a persons race, 
color, religion, national origin, sex, age, disability, veteran 
status or any other characteristics protected by US law

• Provide a work environment free of harassment of any kind for 
any reason including human characteristics or national origin 

• Sexual harassment is specifically prohibited under this policy

• Both quid pro quo and hostile environment forms of sexual 
harassment are prohibited under this policy

• Quid pro quo harassment includes:

o Unwelcome sexual advances

o Requests for sexual favors where the submission 
or rejection of that request is used as the basis for 
decisions regarding the employee

• Harassment is an activity that interferes with work 
performance and creates a hostile, intimidating and negative 
work performance that includes:

o Unwelcome sexual advances

o Requests for sexual favors or other physical or verbal 
conduct of a sexual nature
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• Promptly report:

o Any concerns you might have regarding a MES 
breach of fair and equal employment opportunity 
standards

o Concerns others may have expressed to you 
regarding possible MES violation of our fair and 
equal employment opportunity standards
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Health, Safety and  
Environmental Protection

MES is dedicated to achieving environmental, health and safety 
excellence. This is the responsibility of every employee. MES will 
strive to provide a safe and healthy work environment in all of our 
locations and will work to avoid causing harm or adverse impact to 
the environment.

Employee Responsibilities:

• Comply with applicable environmental, health and safety 
laws and regulations

• Take appropriate measures to prevent workplace injuries 
and illnesses

• Eliminate unreasonable risks from MES facilities, services 
and activities

• Promptly report:

o Any concerns you might have relating to potential 
violations of health, safety or environmental 
protections
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International Trade Controls

The United States uses international trade controls to promote 
foreign policy, protect US interests abroad and to protect our national 
security. Many of the products that we sell are specifically covered 
by a series of strict trade control laws and regulations. MES must 
never be responsible for intentionally or unintentionally shipping 
a protected product out of the United States without properly 
complying with US trade controls, laws and regulations.

Employee responsibilities:

• Request and receive management approval for any 
transaction that will result in the sales of a product whose 
final destination is outside of the United Sates or US 
protectorates

• This policy applies to:

o  Import export companies

o Direct users

o Logistic suppliers

o Other distributors serving overseas markets

• Know your customer- do not sell restricted products like 
SCBA’s or thermal imaging cameras to a customer who is 
unknown to us

• Consult with the MES Vice President, Operations if you 
have concerns or questions regarding overseas shipments

• Understand the special risks involved in allowing 
purchases on credit to customers moving product off shore

• Promptly report:

o Any concerns you might have in regard to 
international trade controls

1112



Acknowledgement:

It is critical that every employee read and understand these policies.  
If one of us fails to follow these policies it can impact all of us.  We 
must ensure each and every MES employee acknowledges their 
understanding and acceptance of these policies.  Please read these 
policies carefully, discuss anything you are uncomfortable or do 
not fully understand with your manager and then visit the following 
website to acknowledge your acceptance of these policies:

https://portal.adp.com

To express a concern or to report a violation:

Contact your Manager  

or 

via email:  ombudsman@mesfire.com

Corporate Office:

75 Glen Road
Suite 207

Sandy Hook,  CT  06482
203-364-0620
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